DEFINITION OF ROICC METRICS: Invoice Processing Time

This metric monitors the timeline for ROICCs to process invoices during construction. Thetime
is measured from the time the invoice is received by the ROICC office until theinvoiceis
forwarded to the paying office. The PMAP group has set standard for this measurement as 3-5
calendar days. The datafor this metric is derived from NEAMIS. The details for measurement
of thetimeisasfollows:

» Thedate aproperly certified invoiceis received by the ROICC office isloaded into the
proper NEAMIS block.

* Thedatetheinvoiceisapproved and processed and is forwarded to the appropriate
invoice paying office should be loaded into the proper block in NEAMIS. If theinvoice
is not processed for any reason and returned to the contractor, this date should be loaded
into NEAMIS in the proper block.

» The Acquisition group, normally the Procurement Tech or the Contract Specialist, will
load this information into NEIMIS real time.

» Seeattached input screen from NEAMIS for the input locations.

* Under thereports TAB in NEAMIS, the report can be generated by the ROICC office and
the bottom line average invoice processing time for that quarter provided to CI51 via

email.
e Theweb sitefor NEAMIS ishttg://efdlantit.efdlant.navfac.navy.miI/l Y ou then click on
NEIMIS 2i WEB.

« The short cut to this web page is|http://neamis.efdlant.navfac.navy.mil
* Thefirst time you use this web site you will be required to install the Jinitiator.

—

NEAMIS 2i LARS
Connection Instructic

Instructions on how to do this are attached in this word document.

» After you install the Jinitiator, you will be prompted to enter your user 1D and password
on the Login screen. These are the same as for your computer.

* OntheMain Menu screen, click on the Data Entry tab.

» Click on the Construction Contract Management tab.

* Find the contract and the invoice number for which you are entering data.

» Click on Tab 8 for Invoice information. The blocks that are required to be filled out for
thismetric are called “Recvd” and “To PO”. If theinvoiceisreturned or not paid for any
reason, the block titled “Rtnd” must befilled in.
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» Choose the dates for the particular quarter you are reporting by entering the beginning
and end dates of the quarter in the “Rcvd” block.

» Click on the “Retrieve (binoculars) button and wait for the report to appear on your
screen.

* You can print the report by using the File, Print drop down menu.

» Scroll down to the bottom of the report to view the average processing time for that
quarter.
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